State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Associate Information Systems Analyst (Specialist)

DWR POSITION NUMBER
0550-1470-xxx

SAP POSITION NUMBER

MCR
50000564 1

APPOINTEE

Vacant

SAP PERSONNEL NO.

DIVISION/SECTION

DTS/ Customer Services Branch

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:

RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Olaf Van Ardenne DPM II
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 12/15/2011
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under the general supervision of the Data Processing Manager Il, the Associate Information
Systems Analyst acts as client support, with emphasis in Local Area Network (LAN) Administration
for the LANS supported by DTS, working in coordination with other DTS staff, and will have the
responsibility for maintaining hardware and software necessary to provide a reliable, secure, and
productive desktop computing equipment. In doing so, the incumbent will perform and/or

coordinate a variety of tasks as necessary.

ESSENTIAL FUNCTIONS
Maintain consistent and regular attendance, operate a personal computer (PC) and/or a workstation

SPECIFIC DUTIES

20%

20%

for extended periods of time; function effectively and efficiently in the work environment.

Support end user desktop computing environments which may require travel to remote sites.
Travel to remote sites and field locations may involve driving a personal or State vehicle. Installs
and configures new PCs to run on the LAN, installs application software and peripheral devices
such as network printers. Resolves (troubleshoot) users' network-related problems and ensures
the end users are trained in the use of LAN features and resources. Coordinates new IT equipment
purchases and equipment moves. Coordinate with the LAN and Telecommunications Branch in
troubleshooting and installing new network cabling.

Maintain system security by managing user access to the network. Establish file and directory
access rights and provide appropriate security levels for application and system software data.
Ensure data reliability and recoverability by maintaining system backup and recovery procedures,
documentation, and periodic testing.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Randy Kataoka

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

Vacant

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Information Systems Analyst (Specialist) 0550-1470-xxx 50000564 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant DTS/ Customer Services Branch

Pe_rl_?ﬁlrg of Activity

15% Configure and maintain PCs workstation(s) to run various department-wide applications such as
SAP and provide technical support of the hardware and software.

15% Install and maintain network files, nodes, and peripheral devices. Perform periodic security audits
on user passwords, file permissions, and mode access. Report breaches, attempts, or
questionable activities to the Information Security Officer.

10% Add system users, set up user accounts, including the assignment of directories, node names,
e-mail addresses, and passwords in compliance with Department standards.

10% Prepare purchase requisitions for approved LAN hardware and software. Make recommendations
to management and facilitate purchases of hardware and software acquisitions necessary to meet
client processing requirements. Provide input to the annual budget process for future LAN, IT
hardware and other client support needs.

10% Use diagnostic tools to sniff the Network for problems, and run key breakers and debugging

software for problem solving and prevention.
KNOWLEDGE, SKILLS, AND ABILITIES

Demonstrates technical knowledge and experience in client and mobile computing, and network
technologies. Ability to solve complex technical problems and provide technology business
solutions in a complex distributed computing environment. Knowledge and experience in Windows
operating systems and Microsoft Office products, and system analysis. Ability to balance
concurrent assignments and complete assigned tasks on time. Demonstrates working knowledge
of IT and business processes and procedures and under supervision plans, designs, and
implements technical solutions consistent with DWR needs and industry standards.

SPECIAL REQUIREMENTS

Must be able to communicate effectively with business and technical staff, the general public, and
policy-level administrators. Provide quality customer service through responsiveness, innovation,
competence, and teamwork. Demonstrates respect by being courteous, considerate, and
professional. Also must be able to move equipment solely (25 Ibs, max.) or with assistance (100 Ibs
max.) and have the ability to open equipment and replace parts as needed.

May be required to travel to various job sites and possess a valid driver's license if operating a
vehicle, and may be required to work overtime, when necessary.
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Olaf Van Ardenne
	SUPERVISOR'S CLASS: DPM II
	personnel analyst: Andrea Riley
	personnel date: 12/15/2011
	PERCENT OF TIME: 













20%







20%

	activity: POSITION SUMMARY
Under the general supervision of the Data Processing Manager II, the Associate Information Systems Analyst acts as client support, with emphasis in Local Area Network (LAN) Administration for the LANS supported by DTS, working in coordination with other DTS staff, and will have the responsibility for maintaining hardware and software necessary to provide a reliable, secure, and productive desktop computing equipment.  In doing so, the incumbent will perform and/or coordinate a variety of tasks as necessary.

ESSENTIAL FUNCTIONS
Maintain consistent and regular attendance, operate a personal computer (PC) and/or a workstation for extended periods of time; function effectively and efficiently in the work environment.   

SPECIFIC DUTIES
Support end user desktop computing environments which may require travel to remote sites. Travel to remote sites and field locations may involve driving a personal or State vehicle. Installs and configures new PCs to run on the LAN, installs application software and peripheral devices such as network printers.  Resolves (troubleshoot) users' network-related problems and ensures the end users are trained in the use of LAN features and resources.  Coordinates new IT equipment purchases and equipment moves.  Coordinate with the LAN and Telecommunications Branch in troubleshooting and installing new network cabling.

Maintain system security by managing user access to the network. Establish file and directory access rights and provide appropriate security levels for application and system software data.  Ensure data reliability and recoverability by maintaining system backup and recovery procedures, documentation, and periodic testing.
	classification: Associate Information Systems Analyst (Specialist)
	appointee: Vacant 
	dwr position number: 0550-1470-xxx
	sap personnel no: 
	sap position number: 50000564
	division: DTS/ Customer Services Branch
	mcr: 1
	percent 2: 15%


15%



10%


10%




10%



	activity2: Configure and maintain PCs workstation(s) to run various department-wide applications such as SAP and provide technical support of the hardware and software. 

Install and maintain network files, nodes, and peripheral devices.  Perform periodic security audits on user passwords, file permissions, and mode access.  Report breaches, attempts, or questionable activities to the Information Security Officer.  

Add system users, set up user accounts, including the assignment of directories, node names, e-mail addresses, and passwords in compliance with Department standards.

Prepare purchase requisitions for approved LAN hardware and software.  Make recommendations to management and facilitate purchases of hardware and software acquisitions necessary to meet client processing requirements.  Provide input to the annual budget process for future LAN, IT hardware and other client support needs.

Use diagnostic tools to sniff the Network for problems, and run key breakers and debugging software for problem solving and prevention.

KNOWLEDGE, SKILLS, AND ABILITIES

Demonstrates technical knowledge and experience in client and mobile computing, and network technologies. Ability to solve complex technical problems and provide technology business  solutions in a complex distributed computing environment. Knowledge and experience in Windows operating systems and Microsoft Office products, and system analysis.  Ability to balance concurrent assignments and complete assigned tasks on time. Demonstrates working knowledge of  IT and business processes and procedures and under supervision plans, designs, and implements technical solutions consistent with DWR needs and industry standards.  

SPECIAL REQUIREMENTS

Must be able to communicate effectively with business and technical staff, the general public, and policy-level administrators. Provide quality customer service through responsiveness, innovation, competence, and teamwork. Demonstrates respect by being courteous, considerate, and professional. Also must be able to move equipment solely (25 lbs, max.) or with assistance (100 lbs max.) and have the ability to open equipment and replace parts as needed. 

May be required to travel to various job sites and possess a valid driver's license if operating a vehicle, and may be required to work overtime, when necessary.

	supervisor name: Randy Kataoka
	employee name: Vacant


